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TAX AUDITOR I/l

Purpose:

To actively support and uphold the City’s stated mission and values. To perform a
variety of professional auditing work involving private firms to determine compliance
with established ordinances, policies, and procedures; to provide tax-payer
assistance as requested; to promote uniform application of the tax code among
cities; to promote the application of best practices related to audit techniques in the
office and throughout the City.

Distinguishing Characteristics:

Tax Auditor | — This is the entry-level class in the Tax Auditor series. This class is
distinguished from the Tax Auditor Il by the performance of more routine duties
such as gathering information and the performance of specific tests under the
direction and supervision of more experienced personnel. This position may also
independently perform desk reviews and field audits in less complex situations.
Since this class is typically used as a training class, employees may have only
limited directly related work experience.

Tax Auditor Il — This is the full journey level class within the Tax Auditor series.
Employees within this class are distinguished from the Tax Auditor | by the
performance of the full range of duties as assigned, including reviewing materials;
research and assembly of factual information; and transmitting management
decisions. Employees at this level are capable of functioning independently and
receive only occasional instruction or assistance as new or unusual situations arise,
and are fully aware of the operating procedures and policies of the work unit.
Positions in this class are flexibly staffed and are normally filled by advancement
from Tax Auditor I, or, when filled from the outside, require prior financial
experience, preferable in a public agency. Appointment to the higher class requires
that the employee be performing the full range of duties assigned to the class.

Supervision Received and Exercised:
Tax Auditor |

Receives general supervision from the Tax Audit Supervisor or from other
supervisory or management staff.
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CITY OF TEMPE
Tax Auditor I/l (continued)

May exercise functional and technical supervision over technical and clerical staff.

Tax Auditor Il

Receives direction from the Tax Audit Supervisor or from other supervisory or
management staff.

Exercises technical supervision over lower level professional, technical, and clerical
staff.

Essential Functions:

Duties may include, but are not limited to, the following:

Conduct detailed examinations of taxpayer’s books and records, including those
of large and complex business operations, to determine accuracy of reported
revenues and deductions in compliance with applicable Model City Tax Code
and City of Tempe Tax Code provisions: develop audit plans and procedures
that are appropriate to the circumstances both in focus and scope; ensure all
audit work performed is in accordance with the multi-jurisdictional audit process
and generally accepted auditing standards as applicable; document work
performed, findings and conclusions in well-organized work papers; evaluate a
variety of complex accounting and tax reporting systems and unique business
practices, determining the proper application of the law for each situation;
ensure effective communication and timely resolution of audit issues to taxpayer
management, tax and business professionals, attorneys and certified public
accountants; coordinate with taxpayer management and/or representatives to
avoid unnecessary disruption of taxpayer operations; and coordinate multi-
jurisdictional audits with counterparts in participating cities and the State of
Arizona.

Conduct limited scope desk reviews of specific taxpayer reporting issues;

Prepare formal assessments of additional tax due for presentation to taxpayer
management, effectively communicating and documenting audit results;

Analyze tax returns and taxpayer reporting histories to identify indications of
non-compliance and/or other potential reporting issues and initiates appropriate
follow-up with taxpayers;

Generate audit leads: Plan, organize and implement programs to assess level
of tax compliance and identify non-compliant taxpayers for education, desk or
field audit, as appropriate;
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Tax Auditor I/l (continued)

e Respond to taxpayer inquiries and educate taxpayers on tax compliance
through verbal and written communications;

e Maintain familiarity with City Tax Code, pertinent Federal, State and Local laws,
applicable case law, and current issues in the business community;

e Maintain relationships with counterparts in other jurisdictions to facilitate
taxpayer compliance and the exchange of information related to best business
practices and audit technigues; participate in and contribute to training sessions
and other meetings with counterparts in other jurisdictions;

e Assist in defense of protested audit assessments; work with management and
legal council to identify applicable case law and relevant facts to formulate the
City’s position; assist in drafting of legal briefs;

e Maintain proficiency in various audit, accounting, and office software used in the
position;

e Develop and maintain cooperative working relationships with other City
departments;

e Assist in training and development of lower level clerical and professional staff;

e Participate in tax compliance and office policy and procedure projects as a
member of a team;

e Perform related duties as assigned.

Minimum Qualification:
Experience:
Tax Auditor |

Two years accounting or auditing experience, preferably in a municipal or public
agency.

Tax Auditor |l

Three years increasingly responsible property or tax-related auditing or public
accounting experience, preferably in a municipal or public agency.

Education:
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CITY OF TEMPE
Tax Auditor I/l (continued)

Tax Auditor |

Equivalent to a Bachelor's degree from an accredited college or university with
major course work in accounting or auditing or a related field.

Tax Auditor |l

Equivalent to a Bachelor's degree from an accredited college or university with
major course work in accounting or auditing or a related field.

Licenses/Certifications:

May require the possession of a valid driver's license.
Examples of Physical and/or Mental Activities:
Pending

Work Environment:

Pending

Competencies:

Pending

Job Code: 209/258

FLSA: Exempt/Classified (both positions)
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